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Quy trinh déo tao, boi duding nha gido, cdn bg quan ly

I. MUC PiCH VA PHAM VI AP DUNG
1.1. Muc dich
Quy trinh quy dinh vé trdch nhiém va phuong phap quan ly céng tac dao tao cho cdc nha
gido, can b quan ly cia Truong.
1.2. Pham vi
Quy trinh nay 4p dung véi viéc dao tao ndi bd, dao tao glri bén ngoai va dao tao mdi khi lam
viéc tai Truong.
IL PINH NGHIA, TU VIET TAT
2.1. Pinh nghia

Theo Nghi dinh s 18/2010/ND-CP ngay 05 thang 03 nam 2010 ctia Chinh phi vé dao
tao, bdi dudng cong chirc tai Didu 5 giai thich: “Pao tao la qua trinh truyén thu, tiép nhén cé
hé théng nhitng tri thirc, kj ndng theo quy dinh cia ting cdp hoc, bdc hoc” va “Boi dudng la
hoat dong trang bi, cdp nhdt, ndng cao kién thirc, ky nang lam viéc”.

Tur cac cach tiép can trén, c6 thé dwa ra mot quan niém vé dao tao, bdi duGng nhu sau:
d4o tao 12 qua trinh trang bi nhing kién thirc, k§ ning nghé nghiép thich hop dé nguoi dugc
dao tao c6 thé dam nhan dugc mot cong viée nhét dinh; bdi dudng la qué trinh ning cao kién
thire, k¥ ning nghé nghiép trén co s& clia mit bang kién thiic di dugc dao tao trude do.

Cong tac dao tao, bdi dudng ciia trudong bao gom:
a. Pao tao, boi dudng do Truong 16 chiic
- Céc 16p hoc vé ning cao trinh d¢ gidng day, quan ly.
b. Cdc khéa dao tao, boi dwdng do cép trén t6 chikc
- Céc 1ép vé chuyén mdn nghiép vu.
- Céc 16p dao tao khac: ngoai ngit, tin hoc...
2.2. Tir viét tat
- BGH: Ban Giam hiéu
- BM: Biéu miu
- CBGV: Can b, giang vién.
- PT, BD: Dao tao, boi dudng
- QT: Quy trinh.
- TC-HCQT: Té chitc-Hanh chinh quan tri




Quy trinh dao tao, boi didng nha gido, cdn bé quan 1y

II. LUU PO QUY TRINH PAO TAO, BOI DUONG NHA GIAO, CAN BQ QUAN LY
(Trang 3)

IV. PAC TA QUY TRINH PAO TAO, BOI DUONG NHA GIAO, CAN BQO QUAN LY
(Trang 4)

V. CONG CU/ BIEU MAU/ HUONG DAN (PHU LUC)

STT Tén hé so M3 hiéu
1 | Ké hoach dao tao, bdi dudng cta don vi BM/QT13/TCHCQT/01
Téng hop ké hoach dao tao, boi dudng cua
2 BM/QT13/TCHCQT/02
trudng

3 Pon xin di hoc BM/QT13/TCHCQT/03
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LUU PO QUY TRINH PAO TAO VA BOI DUONG NHA GIAO, CAN BO QUAN LY
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Quy trinh dao 1o, boi dwdng nha gido, can bg quan ly

PAC TA QUY TRINH PAO TAO, BOI DUONG NHA GIAO, CAN BQ QUAN LY

Bo
A phan/ | POPRML L gy
Stt Te’n Noi dung cong viéc Nguoi N;g,"'o" I el hoan Biéu mau/ Hé so
bude phoi hop | dat duoge :
thue o thanh
hién thuc hién
1 | Xéc dinh | Cac don vi trong Truong can cir vao nhu | Céac don P.TC- Nhu cdu | Theoké | BM/QT13/TCHCQT/01
nhu cdu | cau dao tao, bdi dudng cua tirng ca nhan Vi HCOT dao tao, hoach
dao tao, | va cua don vi dé lap ké hoach dé nghi bdi hang nam
boi nha truong cho di dao tao, bdi dudng. dudng
dudng
2 | Lapké | Can cir vao nhu ciu dao tao, boi dudng P.TC- BGH, | Kéhoach | 1tuan |BM/QT13/TCHCQT/02
hoach | cua cac don vi va cin cir vao tinh hinh HCQT dao tao,
dao tao, | thuc té cua Truong, phong TC-HCQT bdi
boi lap ké hoach dao tao du kién dudng dyu
dudng kién
3 | BGH phé | K& hoach dao tao, boi dudng du kién BGH P.TC- | Kéhoach | 3 ngay |BM/QT13/TCHCQT/02
duyét | dugc BGH duyét. Néu khong dong ¥, HCQT dao tao, sau khi
BGH tra vé P.TCHCQT, néu dong ¥, boi trinh
BGH phé duyét va ban hanh dudng
dugc phé
duyét
4 | Ponxin | Can ctr theo ké hoach da ban hanh, cac Cac ca P.TC- Don xin | Khicosé | BM/QT13/TCHCQT/03
di dao tao | don vi lua chon CBGV phu hop ctr di nhan, HCQT dihoc | dao tao,
boi dao tao bdi dudng, hoidc ca nhan viét don | donvi bdi
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Quy trinh dao tao, boi dudng nha gido, cdn bg qudn by

dudng | xin di hoc khi co s& dao tao boi dudng duGng
tuyén sinh tuyén
sinh
Duyét | BGH duyét don xin di hoc, néu khéng BGH | Canhan,
BGH | dongy, BGH tra don lai cho cé nhan xin P.TC-
di hoc; néu déng y, BGH ra QD cir di HCQT
hoc
Quyét |BGHra quyét dinh ctr di hoc BGH P.TC- QDb cirdi | Saukhi
dinh cur HCQT hoc phé duyét
di hoc don xin
di hoc
T6 chite | Phong TCHCQT phéi hop cac khoa, P.TC- Céac don CBGV | Thoi gian | Ho so gom:
thuc hién |phong sap xép, tao diéu kién cho CBGV HCQT vi tham gia theo + Pon xin di hoc cta ca
tham gia khoa khoc, chu y: dao tao, | thong bao | nhan dugc cép quan ly
1. Quy dinh vé thii tuc di hoc cdc Truong boi tuyén | truc tiép dong y;
trong nuoc dudng sinh ciia | + Quyét dinh ctr di hoc;
- Déi v6i céc 16p nang cao trinh do vé khoa hoc | + So yéu ly lich (theo

nghiép vu, quan ly co thoi gian dudi 6
thang thi cac ché do quyén loi, kinh phi
trong thoi gian theo hoc do nha truong
thanh toan.

_ Déi véi cac 16p dao tao, boi dudng néng
cao vé chuyén mén, nghiép vu, ngoai ngir
c6 thoi gian tir 6 thang - 36 thang thi
quyén loi, kinh phi trong thoi gian theo

mau qui dinh);

+ Gidy kham strc khog;
+ Gidy khai sinh;

+ Giy thong bao tuyén
sinh ctia don vi td chic
dao tao

+ Céc vin bang, chimg

chi c6 lién quan theo yéu
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Quy trinh dao tao, béi dudng nha gido, can bg quan Ly

hoc tuy theo timg truong hop cu thé dugc
ghi trong quyét dinh cir di hoc.

- Cac 16p dao tao, boi dudng khong nam
trong dién nhu cdu ctia nha truong ma do
nhu cau ca nhén thi moi kinh phi dao tao
do cé4 nhan tu chiu trach nhiém.

2. Quy dinh vé thil tuc hoc

- Cac 16p do nha trudmg t6 chic: Cin ci
vao ké hoach va nhu ciu dao tao, bdi
dudng, Truong s€ thong bao cu thé vé dbi
twgng, thanh phan tham gia, thoi gian
hoc, ché do va quyén loi trong thoi gian
theo hoc dé cac Pon vi cir can bd va
giang vién di hoc.

- Céc 16p do cac don vi ngoai Truong t6
chire: Déi tuong, thanh phén, thoi gian,
dia diém cu thé duogc néu trong giéy triéu

tap hodc thong bao tuyén sinh

cau clia don vi t chirc
dao tao (ban sao cd cong
chirng);

+ 4 anh 4x6.

Kiém tra | - P.TCHC-QT thuong xuyén kiém tra, P.TC- | Cacdon | Kétqua | Theoké
viéc thuc | don dbc viée thue hién ké hoach dao tao, HCQT Vi kiém tra hoach
hién céng | bdi dudng cua cac don vi. dao tao,

tic dao | - Cong téc béo cdo: Sau khi két thic bbi

tao, bdi | khéa hoc CB, GV dugc dio tao phéi bao dudng

dudng | céo két qua hoc tip, ndp vin bang chirng

chi cho phong TC-HCQT.
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Quy trinh dao go, béi dudng nha gido, cdn bg quan by
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Luu ho

SO

Phong TC-HCQT theo doi viéc dao tao,
boi dudng cac CBGV trong Trudng; cap
nhit theo ddi dao tao, bdi dudng.

P.TC-
HCQT

Dir liéu
dao tao
cua
CBGV

Tuy theo
tung loai
hd so

Hb so luu tril:

- Yéu ciu dao tao, bdi
dudng cua don vi

- Téng hop ké hoach dao
tao, boi dudng

- Vin bang chitc chi sau
dao tao

- Theo d&i BT, BD




Quy trinh dao tao, boi dudng nha gido, cdn bg quan ly

Luu v: Luu ho so dao tao:

nhan su

5 Noi luu Hinh Thoi gian Hinh
STT Tén ho so . . ,
triv thac luu thire huy
Yéu cau dao tao, boi dudng cua . 5 o
1 ) TC-HCQT File 2 nam Xé bo
don vi
Téng hop ké hoach dao tao, boi . _ o
2 . TC-HCQT File 2 ndm Xé bd
dudng
, , } ‘ HO so Sudt thoi
3 | Van biang, chiing chi sau dao tao | TC-HCQT . .
nhan sy gian
Pha
o .| Knong
_ .. mém Sudt thoi .
4 | Theo doi dao tao, boi dudng TC-HCQT L ) huy
quan ly gian
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BM/QT13/TCHCQT/01
TRUONG CAO PANG Y TE HAI PHONG CONG HOA XA HQI CHU NGHIA VIET NAM
POTE Vi cevvvsrmssesnonseessssasssnssssssssssnnsnnss Poc lap — Tw do — Hanh phiic
KE HOACH PAO TAO, BOI DUONG
(Nim hoc 20.....-20....)
Noi dung dao tao, Tén CB, GV ¢6 nhu ciu Thoi gian du kién dao tao, bdi dudng Noi dao tao, .
STT o 7 5 Xs - Z TR Ko 25 gie 2o = Ghi chi
/boi dudng dao tao , boi dudng (Téng s6 thoi gian, moc tinh thoi gian) boi dudng
i - - = =

Hai Phong, ngay ........... thang ........ nam 20....
TRUONG DPON VI




TRUONG CAO DANG Y TE HAI PHONG
PHONG TO CHUC — HANH CHINH QUAN TRI

BM/QT13/TCHCQT/02

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tuw do — Hanh phiic

TONG HQP KE HOACH DAO TAO, BOI DUONG
(Theo Ké hoach dao tao, boi diwong theo nam hoc caa cdc don vi)

STT

Noi dung dao tao,
boi dudng

Tong so CB, GV
¢6 nhu cau dao
tao, boi dudng

Thoi gian du kién dao tao,
boi dudng (Tong sb thoi
gian, mdc tinh thoi gian)

Noi dao tao,
boi dudng

Ghi chu

Hai Phong, ngay ......

TRUONG PHONG

...... thang .......nam 20... ...



BM/QT13/TCHCQT/03

TRUGNG CAO PANG Y TE HAIPHONG ~ CONG HOA XA HQI CHU NGHIA VIET NAM
PON VL i, Poc 1ap — Tw do — Hanh phiic

Hai Phong, ngay  thdang  ndm 20

PON XIN PI HQC

Kinh giri: - Hiéu trudng Trudng Cao déng Y t€ Hai Phong;
- Truéng phong To chirc — Hanh chinh Quan tri;

- Trudng khoa/phong/bd mon...........coeeeinnnnnn
BT N G TP L €578 111 ; AT
Nghiy sith? .o canesmiosmmessoessass : Noisinh: ......... - SODT Llien 1aC:..cvveeveeeeeireeenee
Do ¥l 60N CATs .« < sew s woms e e o ¢ cvemne B Ribilar o e + oo z
Toi da tham gia cong tac tai Truong Cao ding Y t¢ Hai Phong tUr ngay:
...... R S

Cang vie dam nhim: ......oxaxemersmmmbeto srammsvuseos smomobane s oibunitsss s i sspomesshanons

Trinh @0 hién tai: .....ocovnverininiiinenny NEAND ROC: Lo

T6i di duge Nha trudong ddng ¥ cho di thi (xét tuyén).............. va da trang tuyén
trong ki thi tuyén sinh ................ (c6 ban gdc Gidy bdo triing tuyén va nhép hoc dinh
kem). ’

Nay t6i viét don nay kinh dé nghi Nha trudng xem xét cho phép t6i dugc di hoc tai
Truong .o.ooovvveiiiieinn, ;Chuy@nnganh: ..........coceeivinienenn ; Thoi gian hoc:

Néu dugce Nha trudong chip thuén, téi cam két hoan thanh tét cac cong viéc do Nha
trudong va don vi phan cong, hoan thanh khod hoc theo ding thoi gian quy dinh va thuc
hién dting cac nghia vu sau dao tao./.

Y kién cia Trudéng don vi Ngudi lam don

Y kién ciia Phong TCHCQT Hiéu truéng



